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DEPARTMENT OF ARCHIVES AND HISTOR' APPLICATION FOR RECORDS RETENTION SCHEDULE -. 
t - ENT.DIVISION 

.., -- 
INSTRUCTIONS: See Publicatidn No. 76-SM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Sekion. 

, .  
I [ - 

FOR RECORDS MANAGEMENT USE , .  
..__._I_ ~_I ______.._ 

O f f  ice of Energy Resoumes Applicatian Number 
Off  ice of Planning & Budget 

270 Washington S t r e e t  Date Received Date Completed 
tpplicationNLnixr Room 615 

t. Person to Contact 

CAction Requested 

Atla-n ta  Georsia 30334  'JUN 2 0 1ssb P U L  2 _.__ -. -._I_-____ -.- 
Working Title Telephone Number 

656-5176 
.- -_.l_l_ 

Planner 
~~-- - -- 

tpplication Date 

- 

. - ~~ 

Robin Meyer 
~~ 

~ - 

a. 
b. 

0 Estabiisn Retention Schedule; +cord will continue to accumulate. 
0 Dispose ,of present accumytqtjqphrp fprther accumulation anticipated. 

a - 
- c. Amend Apolicatio_n No. 7 i' -4 9 CheckOne: 0 Change; EJ Supercede; Void 
L. Dates of Series -rds Series Ti t le Ifo//owed bv title used in office: if differenrl 

- 
Off ice of Energy Resources ' Program F i l e s  1 9 3  6 ~~~ t 2PressL ____ __-- 

Earliest . 

- 
i. Division and Offjce Function What is the function of the Division and the Office in which this record series is created? 

To plan  and coord ina te  t h e  implementation of a comprehensive energy 
management program for Georgia. This  inc ludes  such ac t iv i t i e s  as: iden- 

.3 t i f y i n g  energy resource i s sues ;  developing and ana lyz ing  policies and 
programs; and recommending a p p r o p r i a t e  p o s i t i o n s  and ac t ions  t o  t h e  Director 
of OPB, t h e  Governor, and t h e  General  Assembly. To i d e n t i f y ,  o b t a i n  and 
implement Federal energy-related programs; t o  assist i n  coord ina t ing  state,  
r e g i o n a l  and local  energy ac t iv i t ies  i n  o rde r  t o  i n s u r e  cons is tency  wi th  
Georgia ' s  energy goa l s .  To collect ,  compile and ana lyze  energy data ,  and 
t o  prepare  and d isseminate  energy-related information t o  a l l  consumers. 

__II____. _____ - - - - _ _  ~ 

r. Recard Series Description Th is  file contains the following documents (include form numbersand ritles, if any): 
Attach samples of the file. 

Documents relating to: planning,  adminis te r ing  and eva lua t ing  t h e  programs opera ted  

lncludedare: contracts,  f i n a n c i a l  s ta tements ,  a u d i t  r e p o r t s ,  l a w s ,  r e g u l a t i o n s ,  
reports of a c t i v i t i e s ,  work p roduc t s '  (manuals, workshop schedules ,  
energy survey reports, p u b l i c a t i o n s ) ,  r e p o r t s  of o t h e r  stat&', 
programs, correspondence, program and p r o j e c t  d e s c r i p t i o n s ,  and 
related materials. 

by t h e  Off ice 

File isarranged: Alphabet ica l ly  by program name, thereunder  a l p h a b e t i c a l l y  ;by ! 1 
. I  sub j ec t and then  ch rono log ica l ly  . ..? 

--_I __ L ~- ~-____ 
5. Monthly Reference Rate 

? ' :  Lbenty-five months and older'.L 

How often are records referred to which are: 

One to six months old JL; Seven to twelve months old A&-; Thirteen to twenty-four months old 5--.: 

Let@r:size drawers Lf Legatsize drawers ; Shelves : Other (Spkify) 

..I_--- - _ _  ~ ~ - ~ -  --_I ------~ 
3. Annhql Rate of Ammulati n-of Remrdr -~ 

,= ~--,-.._*.<~. - _ $  ~ ~-.- ~~ ~~~ 
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a. Is this the official copy of the series? 

i ! 

I 
j 
! 

a 

! 

j 

! 

-1 I 
I 

L I  

3 I 
-A- 1 - - .__- - 

-- i -- X 1- c. Is this a vital record? 
~ 

historical or long term research-? 

d p c u m e n t s  be schedu led seoa ratelv? 

I ,  

e. When one or two documents in the f i le make it necessary to keep the entire file for a long period, could these 
I I__ 

the information co ntained in th is  series eve[ Dublished? .'If yes. am& COW. -- 
g. Is the information contained in th is  series ever analyzed and/or recorded in a summarized report? 

1_--- ..-- I h. Is there a d u p l i c a a s  series in your office, or in another office or agency? 
I___ ~~ 

- ~- 
11. Retention Requirements The following requires the series to be kept: .,I 

a. State Law years. i. Audit period - 3* -years. 
3 b. Statute of limitation . years. e. Administrative need -_- -years. 

c. Federal law years. f. Federal retention instructions 5** years. 

ER has a 2 year audit  c y c l e  (OMB A-102; A t t . P . 1  ,**OMB A-102;  Att.C.requires 3 
Attach copy or excerpt of laws or regulations. Explain administrative need. yeai- re tent ion  af ter ,  t h e  

audi t .  
Active programs' f i l e s  are  used d a i l y  by program manager to handle general 
admiriistrat i v e  . functions.  ~. . I 

t .  . .. . .  
__. ._.-~__~---.-- ~ 

2 Aoweved D i s p b s i t i o n v n c y  recommends that.the fileieries be cut otf ar tht end of each: 
. . .  

. ,  Calendar Year: c! Fiscal 'fear; 0 Other I______ ~ then, . ~. 

a Hold in the current files area 
0 Transfer to local holding area, hold . -yeads); then 
0 Transfer to State Records Center; hold 
Cl Destroy. 

0 Other lSpecifyl 

mQnth(s) 3 --year(s); then 

year (s) ; then 

Transfer to State Archives for permanent retention. 

These inmuctions apply to al l  prior and future accumulations of the series. 

State Rewrds Committee &nature) Date 
lecomme 67 ations in para- 
raph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

-_ _- - -- 
3-50-71; R w .  76 


